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This user guide describes the steps you need to faloerderto submit an FY2023 NationalHealth Center
Trainingand Technical Assistanétartner (NTTARJooperative Agreementgpplicationto the Health
Resources and Servicddministration HRSA This user guide does not replace tNetice ofFunding
Opportunity(NOFQ, which details theNTTARrogram requirements and the instructions for application
development. See thBITTAPechnicalAssistancevebpagefor additional resources
https://bphc.hrsa.gov/funding/fundineppportunities/nationaltraining-technicatassistance
partnersnttaps-cooperativeagreement

Youmustcomplete and submit th&Y 203 NTTARapplication by followig atwo-step process:
1. Registering andubmitting theapplicationbasic informatiorin Grants.gov
2. Validating, compleing, and submiting this application in the HRSA Electronic Handls¢akiB).

1. Submitting the Application in Grants.gov
Follow the steps below to complete the Grants.gov application:

1. Fnd the funding opportunity in Grants.geearchindoy the announcement number HR3-029.
2. Download the application packady following he instructonsbelow:

Goto www.Grants.goyv

Select Search Grants tab.

Type HRS2&3-029 in the Opportunity Number field and click the SEARCH button.

Select HRS23-029 from the matching results.

Click the Package tab.

UnderActions, click Preview aridlownload Instructions to access a copy of the NOFO.

Other basic formincluding the SB24required for your applicatioare also included on

0KS Wt NBGASHQ LI ISo

1 When you are ready to apply, under Actions, click Applyfaltav the prompts.

3. Submit your applicatiobasicinformation (V. Application and Submission Information, 1. Address
to request Application Packagal) Grants.goyv

4. Once you successfully submit the first part of your NTTAP application in Grants.gohasmteen
downloaded into EHBs by HRSA, the Authorized Organizational Representative will receive an email
that will provide the HRSA EHBs Tracking Number assigned to your application.

5. ForassistancRdzZNA Yy 3 (GKS DNI yia®d32 g ANKanSSSpp@OF HIGKS F LILIX A
https://gditshared.servicenowservices.com/hhs_grants

= =4 =4 =8 -8 -8 =9

IMPORTANT NOTRefer to the HRSA SR24 Two Tier Application Guide
(http:// www.hrsa.gov/grants/apply/applicationguide/sf424progamspecificappguide.pdffor
more details related to submitting the application in Grants.gov and validating it in EHB
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https://bphc.hrsa.gov/funding/funding-opportunities/national-training-technical-assistance-partners-nttaps-cooperative-agreement
https://bphc.hrsa.gov/funding/funding-opportunities/national-training-technical-assistance-partners-nttaps-cooperative-agreement
http://www.grants.gov/
https://gditshared.servicenowservices.com/hhs_grants
http://www.hrsa.gov/grants/apply/applicationguide/sf424programspecificappguide.pdf
http://www.hrsa.gov/grants/apply/applicationguide/sf424programspecificappguide.pdf

2. Starting the FY 2023 NTTAP Application in EHBs
2.1 Application Validation

After you apply in Grants.goyou will need to start your applitan in EHBs.
1. Log ito EHBand click on th&rant Applicationdink under the Tasks tali-{gurel, 1).
2. Qick on theGrants.Gov Application Pending Validation: Validiate(Figurel, 2).
3. WSOASYS AYTF2NXIFGA2Y F2N | YoOwikhkEnOéedtd efitBryourkviagd Of A O
number if you are a currently fundedTTAPyour Grants.gowapplication tracking numbegndyour

EHBs tracking numbéEHBs tracking numbemailed after successful Grants.gov submissi@mce
you entered your information, review it fmompletenessand click Validat€~igure?2).

IMPORTANT NOTE

If you do not have a username, you must register in EHBs. Do not create duplicate accounts. |f you
need assistance registering in EHBs, or experience log in issues or forget your passwiadt
Health Center PrograrSupport qttp://www.hrsa.gov/about/contact/bphc.aspx) at (877) 464
4772

Figurel: Grant Appications Link

{ﬁ‘@"kﬂl Electronic Handbooks

Browse

You are here: Home » Tasks » Browse » Grants [ =]

ALL TASKS «

& Applications - Incomplete List

All Entities - u
Tasks Ll Grants.gov Applications Pending Validation: 2|Validate |

Pending Tasks

Grants = Not Completed  Recently Completed Al

Requests

E Export To Excel
Health Center CIS

Requests
|_ Grant Applications I K q ‘1‘ >l [ Pagesize:[15 | [Go
Prior Approvals =
P R -
Submissions Due S S 2| EI‘.i.Bs = (iranﬁ.Go‘\‘/ Project Title
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Figure2: Validating your Grarg.gov Application

2 Grants.Gov Application - Validate

« Note(s):
In order to ensure that the correct persons are given permissions to work on this Grants.gov application, you must enter the following validation information from the submitted Grants.gov application
Fields with # are required
Announcement Information

* Announcement Number

N N (e.g. HRSA-04-061 or 04-061)
(From submitted Grants.gov application)
Grants.gov Application Information

* Grants.gov Tracking Number

(e.g. GRANT00059900)
(From submitted Grants.gov application)
EHBs Application Information

* EHBs Application Tracking Number 00025328
e.
(From email notification) ©e )

2.2 Accessing the Application

Once the application is validated in EHBs, you can access it in your pending tasks. To access the application
in EHBs, follow thseteps below:

1. Click theTasks tab on the EldBlomepage to navigate to th@ending Task$igure3, 1) page.

2. Locate theNTTARpplicationusing the EHBs application tracking numf@mailed after successful
Grants.gov submissioffyigure3, 2).

3. dick theStartlink to beginworking on the application in EHB-igure3, 3).

4. The system opens the ApplicatieStatus Overviewgge of the applicationqigure4). This Status
Overview page will indicate when you have complet@dh section of the applicaticand when
GKSe@ IINB Ay LINPINBaao {StSOG WdzLRIFIGSQ G2 o0S3aAy

Figure3: Pending Tasks

4“‘““ | Electronic Handbooks

Organizations Grants Free Clinics FQHC-LALs Resources

You are here: Home » Tasks » Browse » All Entities [ = ]

ALUENTTES B 2 Pending Tasks - List

Al Entities -
Tasks )3. Completed  Recently Completed  Archived
Pending Tasks

Archived Tasks Detailed View | J& Search | el Saved Searches w
Free Clinics
Requests M1} 2 0 [Nl Pagesize:|15 ~||Go 24 items in 2 pagef(s)
Applications Deadline (Due)  Task Category Tracking # Task Entity Organization Options
FQHC-LALs a el (< lw 7 e = = =
Requests
Health Center CIS ») Start
Requests
Look-Alike Applications )
s)Start v
Submissions
Submissions
Grants - 3)Start v
Requests
»)Stat v

Heaith Center CIS
Reauests
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3. Completing the Standard SF -424 Section of the Application

As presented in the Status Overview Pagegre4), the application consists of a standeB&424 section
and a program specific section. You must complete the forms displayed in both of dwtigss to submit
your application to HRSA.

The standard&F424 section of the application consists of the following main sections:
1 Basic InformatiorfFigure4, 1)
1 Budget Information(Figure4, 2)
9 Other Information(Figure4, 3)

Figure4: Accessing the ApplicationStatus Overview Page

List of forms that are part of the application package
Section Status Options
Basic Information
SF-424 & Not Started
Part 1 ot Not Started @ Update
Part 2 ot Not Started @ Update
Project/Performance Site Location(s) & Not Started # Update
Project Narrative ot Not Started ‘# Updaie
Budget Information E
Section A-C & Not Started
Budget Period 1 o Not Started 2 Update
Budget Period 2 ot Not Started # Upadate
Budget Period 3 ot Not Started ‘@ Update
Budget Period 4 o Not Started 2 Updaie
Budget Period 5 ot Not Started @ Update
Section D-F o Not Started ‘# Updaie
Budget Narrative p & Not Started ‘# Update
Other Information
Disclosure of Lobbying Activities o Not Started @ Update
Appendices & Not Started # Update
Program Specific Information
Program Specific Informaticon & Not Complete ‘@ Update

3.1 Completing the Basic Information Section

The Basitnformationhas beerimported from Grants.goand has undergona data validation check.ou
may editsome of thignformation, if necessaryin EHBsThis section consists of the following forms:

1 TheSF424Part 1form displayghe basicapplicationandapplicant organizatioinformation.

1 TheSF424Part 2form displaygroject informationincludingthe project title,period of
performance, ities, counties, and Congressional districts affected by the project

1 To update information in the S&24Partland SF24Part2,enter and save you revisions to the
current information prepopulated in the editable fields (sections marked in rédgore5 and
Figure6 are not editable).
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Update Project Abstraatith the details of theproject Figure?)

IMPORTANT NOBE

In the Congressional Districts fields,S f S iKS O2y3aN
FRYAYA&OGN GAGBS 2FFA a 201 (G

wm 2

puj b‘i)
QX

> Qx
N

o<,

@)
For the Proposegberiod of performanceenter 07/01/2023 to 6/30/2026.

The Estimated Funding sectiamll update automatically when edits are made to the Budget
Information section.

For theState Executive Order 12372 Processtion,refer to the HRSA S#24 Two Tier
Application Guide
(http://www.hrsa.gov/grants/apply/applicationguide/sf424programspecificappguide) fdf details

related to the Executive Order 12372 process.
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http://www.hrsa.gov/grants/apply/applicationguide/sf424programspecificappguide.pdf

Figure5: Applicant Information on SB24 Part 1

& SF-424-Part1 | @R SF-424-Part2

Fields with * are required
Applicant information

Applicant Identifier

Legal Name

CRS Entity Identification Number (e.g. 1-53-2079819-A-2)

Employer Identification Number (e.g. 53-2079819) (

l)rganizationul UEI

* Mailing Address (Required)

Address Type

@ * Address

O * pPo Box Only
O* Rural Route
* gity

Urbanization

* state

* Zip Code (Lookupf )
Organizational Unit
Department Name
Division Name

Type of Applicant (i)
* Applicant Type 1
Applicant Type 2
Applicant Type 3

If "Other" then specify:

® Domestic Address O International Address | Refresh

Specify Domestic Address (Street Address or PO Box Only or Rural Route)

Street Numbe * Street Name
Select One Number
Number

Type Select Route ~ | Number Box

(Required if Zip is not specified)
(Used only for Puerto Rico(PR))
(Required if City is specified)

10385 - 2884 (Required if City is not specified)

Select Applicant Type
Select Applicant Type

Select Applicant Type

* Person to be on matters i

Go to Previous Page

ing this

Person to be contacted on matters involving this application has not been added.

@ Add

Save and Continue
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Figure6: Applicant Information on SB24 Part 2

9K SF424-Pat1 oK SF.424-Part2
Fieids with * are required

~ Areas Affected by Project (Cities, Counties, States, etc.) (Maximum 1) Attach File

v * Project Description (Minimum 1) (Maximum 1)

Attach File

Congressional Districts

~ Additional Program/Project Congressional Districts (Maximum 1)

Attach File

Proposed Project Period

Estimated Funding

State Executive Order 12372 Process

~ Federal debt definquency explanation (Maximum 1) Attach File

* Authorized Representative

I SR

Figure7: ProjectAbstracton SF424 Part 2

~ Project Description (Maximum 1) Attach File
No documents attached

Project Abstract

Approximately 2 pages (Max 4000 Characters with spaces)

Project Abstract

1 TheProject/Performance Site Location(§rm refers to thephysical mailing address tife
applicant If the administrative sitéocationand any other office locatiaare listed in Grants.gov,
they are displayed herd\s stated previouslyou may update tisinformationyou providedin the
form atGrants.gov.

1 After completing the Project Naative, dtach theProject Narrative byclicking on theAttach file

button (Figure8, 1). Refer to the NTTAROFO for detailed instructions on completing treject
Narrative attachment.
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Figure8: Project Narrative

< Project Narrative

» town A . L N

¥ Resources £
View
Funding Opportunity Announcement - FOA Guidance - Application User Guide

Application | Action History

Fields with  are required

v * Project 1) 2)

No documents attached

Go to Previous Page

Due Date: #

W% PM (Due in: W days) | Section
Status: Not Complete

3.2.1

3.2 Completing the Budget Information

To complete this section, you must complete Biedget InformationSection ACand D-Fformsin EHB and

upload aBudget Narrative

Budget Information i Sections A-C

and 5 blank.

IMPORTANT NOTEheperiod of performanceassociatedwith the FY2023 NTTARawards wil be
a period of up to three yeargJuly 1,2023 through June 30, 208). Therefore, you are only
required to enter the budget information for budget periods 1, 2, andL®ave budget periods 4

TheBudget Informationg Section ACform collects information for every budget period in this funding

opportunity. Each budget periotbnsists of the following three sections:

1 Section A; Budget Summary
9 Section B Budget Categories

1 Section @ NonFederal Resours€Leave Section C blan##p notenter nonfederal funding)

To complete this form, follow the steps below:

1. Click the Updatelink for Secton A-C6 Budge't
(Figure 9, 1).

fhahe Applitatidné Status Overview page
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Fgure 9: Budget InformationSection ACUpdate Link

List of forms that are part of the application package
Section Status Options

Basic Information

SF-424 & Mot Complete
Part 1 ot Not Complete (@ Update
Part 2 & Mot Complete @ Update
Project/Performance Site Location(s) & Not Started f@ Update
Project Narrative o Not Complete (@ Update

Budget Information

Section A-C <& Not Complete

Budget Period 1 & Not Complete (@ Update
Budget Period 2 9t Not Started (@ Update
Budget Period 3 o Not Started (@ Upadate
Budget Period 4 9% Not Started (@ Update
Budget Period 5 & Not Started [@ Update
Section D-F ot Not Started % (@ Update
Budget Narrative <& Not Started f& Update

Other Information

Disclosure of Lobbying Activities & Not Started (@ Update
Appendices ot Not Started (@ Update
Program Specific Information

Program Specific Information & Not Complete (@ Update

2. The system navigates to the Budget Information i Section A-C form for the first budget period of
this funding opportunity (Year 1: July 1, 2023 i June 30, 2024) (Figure 10).
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Figurel0: Budget Information¢ Section AC Page

2 Budget Information - Section A-C
> Due Date: (Due in: )
¥ Resources 7

View

Application | Action History | Funding Opportunity Announcement | FOA Guidance | Application User Guide
Fields with * are required

& Budget Period 1 9& BudgetPeriod2 & BudgetPeriod3 9% BudgetPeriod4 @& Budget Period 5

* Section A- Budget Summary (2 Update]
Estimated Unobligated Funds New or Revised Budget
‘Grant Program Function or Activity CFDA Number
Federal Non-Federal Federal Non-Federal Total
National Health Center Training and Technical Assistance Partners Cooperative Agreements 93129 50.00 5000 50.00 50.00 50.00
Total $0.00 $0.00 $0.00 $0.00 $0.00
* Section B - Budget Categories ‘¢ Update

Grant Program Function or Activity
Object Class Categories Total
Training and Technical Assistance National Cooperative Agreements (NCASs)

Personnel 5000 5000
Fringe Benefts 5000 50.00
Travel 50.00 50.00
Equipment 5000 50.00
Supplies 50,00 50.00
Contractual 50.00 50.00
Construction 50.00 50.00
Other 50.00 50.00
Total Direct Charges $0.00 $0.00
Indirect Charges 50.00 50.00
Total $0.00 $0.00
* Section C - Non Federal Resources. (@ Update
‘Grant Program Function or Activity Applicant State Local Other Program Income Total
National Health Center Training and Technical Assistance Partners Cooperative Agreements 50.00 50.00 5000 50.00 50.00 50.00
Total $0.00 $0.00 50.00 $0.00 50.00 $0.00

Go to Previous Page Ed BT

3. To enter or update the budget information for the NTTAP project, click the Update button displayed in
the top right corner of the Section AT Budget Summary header (Figure 10, 1).

Figurell: Section A Update Page

Zl Section A - Update

» B e EEA, TE S Belaiel a8 TAoER S et vkt Due Date: 2 it e PM (Due in:
days) | Section Status: Not Complete

» Resources [

Fields with * are required

* ion A - Budget St y
Estimated Unobligated Funds @ New or Revised Budget @
Grant Program Function or Activity CFDA Number
Federal Non-Federal Federal Non-Federal Total
Training and Technical Assistance National Cooperative 53,507 $0.00 $0.00 $ $ $0.00
Agreements (NCAs) ’ : 0.00 0.00
Total $0.00 $0.00 $0.00 $0.00 $0.00

Save and Continue

4. Under theNew or Revised Budgesection, enter the amount of federal funds requested for the first
12-month period (Year 1Hgurell, 1).

5. Do not update theEstimatedUnobligated Fundgolumns.Do notenter any norfederal funds in
the budget Figurell, 2). Only the federal funding request should fx®vided.

6. Click the Save and Continue button.
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IMPORTANT NOTEhe tderal amount refers onlyo the NTTAFunding requested, not all
federal grant funding that an applicanbrganizationreceives.Refer tothe NOFCQdetailsfor the
maximumannualallowable awardsby NTTARapplicationtype (see the Summary of Funding
section in theNTTARMNOFQ.

1 TheBudgetinformation ¢ Section ACpage reopensdisplaying the updated New or Revised
Budget under Section @Budget SummargFigurel?).

Figurel2: Section Ac Budget Summary Pagafter Update

| Budget Period 1 & Budget Period2 4K BudgetPeriod3 R BudgetPeriod4 9% Budget Period 5

* Section A - Budget Summary. | (2 Update

Estimated Unobligated Funds New or Revised Budget

Grant Program Function or Activity. CFDA Number
Federal Non-Federal Federal Non-Federal Total

National Health Center Training and Technical Assistance Pariners Cooperative Agreements 93.129 50.00 50.00 50.00 50.00 50.00
Total 50.00 50.00 $0.00 $0.00 $0.00

7. InSection B Budget Categoriesyou must providehe federalfunding distribution acrossbject
classcategories for theselectedl2-month budgetperiod. Click theJpdatebutton provided at the
top right corner of the Section B head@rigurel3, 1).

Figurel3: Section B BudgetCategories

8. Enter the federal dollar amoumequestedfor each applicable object class category under the
NTTARolumn Eigurel4, 1).

1T W/ 2ya 4 NHzO G A 2 yQ Aad y2 a I qdo motehtaéiedbrfaléeqLMiS
that row.

1 Click the Calculate Total button to compute the sum of amounts providedie14, 2).

1 Thetotal NTTARImount in Section B Budget Categories must be equal to the total new or
revised federal budget amount specified in SectionBudget Summary of thBudget
Information ¢ Section ACform.

9 Click the Save and Continue buttdrigurel4, 3).
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